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[image: A red text on a white background]Job Description
Reference: 97559
Date Added: 16th February 2026
Closing Date: 2nd March 2026
Job Title: Caseworker (one Full Time, one Part Time)
Working For: Antonia Bance MP (Tipton and Wednesbury)
Location: Wednesbury 
Salary: In line with IPSA pay scales
Length of Contract: Permanent
Job Details
Antonia Bance MP is looking for two highly motivated people with excellent organisational and communication skills to join her constituency office in Wednesbury as case workers. The roles will involve helping Antonia’s constituents resolve a wide range of issues by liaising with the local council, housing associations, government agencies and other bodies.
You do not require prior work experience of working for an MP but should have experience of working in a people-focused role and/or dealing with the public in a calm, kind and respectful manner. A good standard of written and spoken English and a professional telephone manner are essential. These roles require a can-do attitude and the ability to manage a significant caseload.
Knowledge of the Black Country and the West Midlands would be an advantage, as would understanding social security, immigration and housing. The successful applicants will be in sympathy with the values of the Labour party and Labour movement, and share Antonia’s determination to end poverty and make sure everyone has a decent home and a decent job.
Key responsibilities
•	Analyse patterns of enquiries and produce reports
•	Assist surgeries and other meetings and follow up as appropriate
•	Attend constituency meetings as appropriate
•	Critically analyse patterns of enquiries and articulate the findings in reports and communication wit the MP and other staff members
•	Deal with large numbers of standard queries, as well as assisting on more complex cases from members of the public by phone, email, social media or face to face. Ongoing communication may be required
•	Draft responses to constituents
•	Ensure records are kept and information managed confidentially in line with the data protection legislation
•	Ensure that each case is dealt with promptly, sensitively, confidentially and accurately in accordance with the MP
•	Follow up on social media queries and comments
•	Gather relevant information to assist with resolving cases
•	Log all cases; monitor progress and ensure all identified actions are taken
•	Retain records and information confidentially and in line with the Data Protection Act
•	There may be a requirement for the role holder to work outside of the normal working hours and travel for work occasionally
•	Additional responsibilities
Upon appointment you will be required to comply with the Baseline Personnel Security Standard, undertaken by the Members’ Staff Verification Office (MSVO). See Members’ Staff Verification Office (MSVO) page for further info. MPs generally pay staff in accordance with IPSA guidelines.
Closing Date: 2nd March 2026
Interview/Start Dates
Interview 16th March 2026
Start Date April 2026
Application Details
Please Email cover letter and CV to antonia.bance.mp@parliament.uk 
Website: http://www.antoniabance.co.uk












Cover Letter 

Salaha Begum 
14 Holden road 
Wednesbury 
WS10 0BD 

Antonia Bance MP 
Unit 3 Talbot House 
Spring Head 
Wednesbury
WS10 9AD

16th February 2026

Applying for the position of Caseworker at the constituency office in Wednesbury
Dear Antonia Bance MP 
I am writing to express my interest in the Caseworker position at your constituency office Wednesbury.       
With a strong background in Community Support and Development, I am passionate about supporting individuals and families through challenging circumstances and connecting them with the resources they need to thrive.
In my pervious role as Community Support Officer, I worked closely with diverse populations, providing assessments, developing individualised support plans and coordinating services to ensure client wellbeing. I am skilled at building trust with clients, maintaining detailed case records, and collaborating with multidisciplinary teams to address complex needs. 
My ability to balance compassion with professionalism allows me to advocate effectively while empowering clients to take an active in their own progress. 
Some highlights of my experience include:
Conducting client’s intake and needs assessments to identify immediate and long-term support goals
Coordinating with local agencies, healthcare providers and community resources to deliver holistic care
Managing caseloads with accuracy and empathy while ensuring compliance with organisational policies procedures and confidentiality standards
Supporting crisis intervention and conflict resolution with sensitivity and de-escalation techniques 
I have worked in Sandwell for many years now and have developed a strong relationship with agencies, communities and businesses within the area.  I have 10 years plus experience of Community Development and have played a lead role in bringing together individuals, community groups and voluntary organisations to consider community needs and develop new projects, services and activities to address these needs. 
I believe my dedication, organisational skills and client centred approach makes me a strong fit for this role.
I have included my CV and I welcome the opportunity to discuss how my background and passion for social services can contribute to the success to your team. 
Look forward to your reply 
Kindest regards 

Salaha Begum  


















Curriculum Vitae

SALAHA BEGUM
 MOBILE: 07984518381
 SALAHA26@HOTMAIL.CO.UK
EXPERIENCED COMMUNITY DEVELOPMENT PROFESSIONAL WITH OVER 10 YEARS’ EXPERIENCE IN THE VOLUNTARY AND CHARITY SECTOR. PROVEN TRACK RECORD OF LEADING COMMUNITY PROJECTS, BUILDING STRONG MULTI-AGENCY PARTNERSHIPS, AND DELIVERING EMPLOYMENT, HEALTH, COUNSELLING, & ADVICE SERVICES. 
SKILLED IN SUPPORTING VULNERABLE INDIVIDUALS, INCLUDING SURVIVORS OF DOMESTIC ABUSE, THROUGH EFFECTIVE CASE MANAGEMENT AND ADVOCACY. HIGHLY ORGANISED, IT PROFICIENT, AND ABLE TO WORK UNDER PRESSURE TO MEET DEADLINES WHILE DELIVERING PERSON-CENTRED SUPPORT.
TRAINING & WORK EXPERIENCE:
Certificate of Higher Education Business Skills of the workplace Level 4 - Graduate May 2026
NCFE CACHE Level 2 certification in Awareness of Mental Health completed in February 2021 
Higher level Apprenticeship in Management and Leadership in Business Skill Sector level 5 completed in Nov 2018
I have attended numerous training courses and have a vast knowledge in 
· Employment & Education
· Health and Safety,
· Food and Hygiene 
· Domestic Violence
· Community Safety
· Race Equality
· Data Protection
· Prevent and British values
· Equality and Diversity
· Safeguarding and Fire Marshal Training.  

 I have also completed training courses in 
· Basic Counselling
· Welfare Rights Advice/ Universal credit 
· Housing
I am willing to undertake any further training or qualification to further enhance myself for my job role.

EMPLOYMENT HISTORY:
BANGLADESHI ISLAMIC CENTRE 
Smethwick 
BRIDGES EMPLOYMENT OFFICER 
December 2020-November 2021
Bridges project run by Sandwell consortium and being delivered at Bangladeshi Islamic centre, my role as Employment Officer was working to support people to overcome their barriers and move closer towards gaining employment, education/training or independent job search.
My target were individually tailored to meet client’s needs, offering 1-2-1 mentoring, group sessions, access to education and training, help with CVs and job applications, confidence and motivation support and other information, advice and guidance. Whatever my client’s needs in order to feel more confident and capable of moving forward, that can support them to achieve their employment goals. 
Reason for leaving - Family commitments 

AAINA COMMUNITY HUB 
Walsall
CENTRE SUPPORT OFFICER 
September 2019-December 2020
Working in a community setting to engage and support Women with a range of activities that lead to progress and pathways out of poverty. Areas of delivery include welfare support, supporting job search activities, organizing course delivery in partnership with Walsall College, Local Jobcentre and other partner organisations.
Reason for leaving - Covid 19/New employment 




BANGLADESHI WOMENS ASSOCIATION LIMITED
Tipton 
COMMUNITY SUPPORT OFFICER 
September 2015- September 2019 
As the Community Support Officer, I am responsible for the implementation of the TCC (Tipton Communities Connected) community regeneration programme.
I provide comprehensive centre based as well as outreach activates to connect all sectors of the Tipton community through social and economic empowerment and opportunities.
I have planned, delivered new activities around the thematic areas of the TCC programme including information and advice, healthy living and social networking and integration, monitor progression of residence and delivering of activities.
Support and mentor volunteers and community champions/trainees and apply quality standards, policy and procedures in the delivery of activities.
I have built relationships with the Tipton residence who are disadvantaged and deprived of support services and assist them to improve their lives.
Reason for leaving – End of funding
 
SANDWELL COMMUNITY HUBS 
Cradley Health Community Centre
HEALTH CONNECTOR 
November 2018- July 2019
As a member of the Health Connectors team, my mission and responsibility have been to Connect Faith Centres across Sandwell to Health Development Opportunities. Identifying & contacting Faith Centres to promote health opportunities including undertaking an initial assessment of Faith Centres Health Project Development needs as well as identifying the wider development needs.
I have provided basic primary health care advice and information via the Sandwell’s Feel-Good campaign also worked with Faith Centres to encourage and refer worshipers to existing healthy lifestyle programmes
I have worked to encourage key members of the faith centres to sign up as faith centre-based health champions and a key point of contact to support the engagement of worshipers and dissemination of health and wellbeing information to their local faith centre and communities.
Reason for leaving- 6 months contact 
KEY SKILLS, ABILITIES & ACHIEVEMENTS:
· Computer literate
· Good understanding on navigating on social media 
· Bi-Lingual – English, Bengali, Hindi and Urdu
· Experience in dealing with complex cases from members of public 
· Excellent communication skills and the ability to relate to people at all levels
· Excellent organisation and planning skills
· Excellent knowledge of office practises and procedures      
· Experience of Minute taking, basic report writing
· Experience of multi-agency working
· Experience and understanding of the issues of working in an area of disadvantage.
· Able to work in a non-discriminatory, culturally sensitive manner and maintaining confidentiality
· Able to monitor and evaluate activities and services
· Able to accept and respond to the varying needs of families in a non-judgemental way.
· Able to work autonomously, manage own workload and meet targets set.
· Able to work effectively in partnership with families, children, the staff team and other colleagues across sectors.
· Full UK Driving Licence
 
INTERESTS AND HOBBIES:
I am family orientated and like spending time with my family and friends.  I enjoy arts and crafts and interior decorating.  
I enjoy going to the gym to keep fit and taking on new challenges to test my own strength
I like keeping up with the new tech and gadgets and have active social media accounts 
I do find it therapeutic to clean and like to be organised at all times  
I do like to wind down with puzzles and crosswords 
 
 ADDITIONAL INFORMATION:
I have worked in Sandwell for many years now and have developed a strong relationship with agencies, communities and businesses within the area.  I have 10 years plus experience of Community Development and have played a lead role in bringing together individuals, community groups and voluntary organisations to consider community needs and develop new projects, services and activities to address these needs. 
I have experience of project management and working alongside people from many different backgrounds and professionals of all levels, in tackling issues sensitively and tactfully according to situations, needs and have Identified and promote opportunities for organisations to engage with other organisations, statutory or private sector stakeholders through networks, meetings and events. 
I’ve had full responsibility in the day to day running of projects, ensuring the smooth running of services, worked with many partnership organizations which include of delivering Fitness classes, ESOL and IT Courses for women whose first language is not English in partnership with Sandwell college. I also delivered drop-in counselling service in association with Sandwell South Asian Counselling Service. 
I have worked with victims/survivors of domestic abuse one both one to one and in group work settings. I have carried a case load which includes all aspects of case management including, risk assessment, needs assessment, support planning, outcomes and case review.
I have liaised with partners/ organisations to organise health workshops and health events across Sandwell. 
I have encouraged service users to use their available kitchens in the promotion of healthy cooking and eating also have provided information using the online resources available from Better Health and the Nutrition for those who are interested knowing about tips for healthy eating and healthy cooking.
I have delivered advice and advocacy service to the local community. I have experience in delivering advice and information in areas such as welfare rights, housing, employment, interpreting and translating, domestic and other general matters.
I have the ability to develop the confidence of people to take greater role in the shaping and delivering of services and identifying gaps in service provisions and developing effective solutions.  I am a very good listener.
I am a very enthusiastic, hardworking Self-motivated and results-orientated individual with strong organisational skills who is more than capable of managing time effectively and with great flexibility, Excellent interpersonal, oral and written communication skills with an ability to relate to a wide spectrum of stakeholders
I work well under pressure and always work towards meeting deadlines.
I am computer literate, competence in advanced use of office IT packages, e.g. Microsoft Office 365, Google Docs etc.
I have project and people management skills, good communication and interpersonal skills.  I have experience of working with a wide variety of communities of various origins partners across a range of sectors, particularly to engage, motivate and support them in the provision of information or responses 
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